
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Admissions Office]  

[University Name]  

[University Address]  

[City, State, Zip Code]  

Dear [Admissions Committee/Specific Name if known],  

Subject: Request for Waiver of [Specific Requirement]  

I hope this message finds you well. I am writing to formally request a 

waiver for the [specific requirement, e.g., standardized test score, 

prerequisite course, etc.] as part of my application for admission to 

[University Name] for the [specific semester/year].  

My application ID is [Your Application ID]. I have provided details on 

why I believe a waiver would be appropriate in my case:  

1. **Background**: [Briefly describe your background related to the 

requirement you are requesting a waiver for. This could include relevant 

experiences, achievements, or circumstances that support your request.]  

2. **Rationale**: [Explain why you believe the waiver should be granted. 

Include any supporting evidence, such as alternative qualifications, 

hardships, or unique aspects of your situation that demonstrate your 

readiness for admission without the requirement.]  

3. **Commitment to Success**: [Express your enthusiasm for attending the 

university and how you plan to succeed in your chosen program, 

emphasizing your preparedness and dedication.]  

I appreciate your consideration of my request and look forward to the 

opportunity to contribute to the vibrant community at [University Name]. 

Please let me know if you require any further information or 

documentation to support my application.  

Thank you for your time and consideration.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


